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SUBJECT: PER – RESTORATION OF ANNUAL LEAVE 
 
 

ACTION REQUIRED BY:  JANUARY 23, 2009 
 
PURPOSE:  To provide direction to employees who had leave canceled due to the exigency of 
service declaration to work on the financial audit open obligations review.   
 
EXPIRATION DATE: September 30, 2010 
 
On November 19, 2008, Arlen Lancaster, Chief, USDA – Natural Resources Conservation 
Service (NRCS), issued National Bulletin 360-9-14, Exigency of Service Declaration, in which 
he declared work associated with the USDA-NRCS 2008 Financial Audit open obligations 
review an exigency of service effective November 16, 2008, and continuing through the end of 
the 2008 calendar year.  
 
The dedication and immense efforts of the USDA-NRCS staff in Iowa were instrumental in 
completing this task.  It is now time for those employees who had leave cancelled as a result of 
this audit to make their requests for restoration of annual leave. 
 

I. Each employee eligible to request restoration of leave needs to provide the following 
documentation: 

 
A. Leave balance at the end of the leave year (January 2, 2009). 

 
B. Written evidence (normally OPM 71, Request for Leave or Approve Absence) of 

the scheduled and approved annual leave.  
 
C. Their supervisor’s written cancellation of their approved annual leave.   

 
The assistant state conservationists for field operations (ASTC-FO) will collect all this 
documentation for employees assigned to their area and keep the documents on file in the 
Area Office. 
 
Each Section Head in the State Office will forward all documentation they receive to the 
Human Resources Staff. 
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II. AMAs and State Office secretaries will enter data into the first three (3) columns only into 
the “Restored Leave” spreadsheet on the State-wide shared drive 
(S:\Service_Center\NRCS_statewide_shared\AMAs & HR).  They will enter 1) the 
employee’s name, 2) end of year balance, and 3) amount of leave hours scheduled and 
cancelled.  The spreadsheet will then calculate the number of hours that will be restored. 

 
Example: 
Employee End of Year Balance 

(Hours) 
Amount of Leave Hours Scheduled 
& Canceled (Hours) 

Amount to be 
Restored   (Hours) 

Jane Doe 230 10 0 
Lumber Jack 260 10 10 
Joe Q Public 260 24 20 
Arnie Anonymous 280 40 40 
Mary Rose 280 24 24 
 
 
All documentation for leave restoration should be submitted and the spreadsheets completed 
by the close of business Friday, January 23, 2009. 
 
I will then review the requests and forward them to the Regional Assistant Chief for approval. 
 
Please remember that while forfeited leave may be restored and credited to an employee’s 
leave account for exigency of public business, you must have requested leave in writing no 
later than November 21, 2008, and subsequently had your leave cancelled in writing. 
 
If you have any questions concerning this bulletin please contact your ASTC-FO or the Human 
Resources Staff at (515) 284-4587. 
 
 
 
 
/s/Richard Sims 
State Conservationist 


